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This training manual provides information and hands-on examples for how to use the Fermilab instance
of SharePoint for those with Design-level site permissions, including: creating lists, document libraries
and creating and editing pages.
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i Useful Resources

Online Help Resources from Fermilab

Integration environment https://intranet-int.fnal.gov/

Help site https://sharepoint.fnal.gov/help/Pages/HelpHome.aspx
Help Blog https://sharepoint.fnal.gov/help/HelpBlog/default.aspx

SharePoint books at the https://sharepoint.fnal.qov/help/Lists/Books%20About%20SharePoint%202010/Alllte
FNAL library ms.aspx

Online access to this user  https://sharepoint.fnal.gov/cd/sites/com/SharePointCOM/Training%20Manuals/Ferm
Manual ilab%20SharePoint%202010%20Site%200wner%20Training%20Manual.docx

Online Help Resources from Microsoft:

Download Office 2010 http://office.microsoft.com/serverhelp/helpcategory14.aspx?CategorylD=CH01037
Training- SharePoint 24328&Icid=1033&products=WSSENDUSER&CTT=4

Online tutorials http://office.microsoft.com/en-

us/support/results.aspx?filter=3&qu=training&av=o0su140&queryid=485363f5%2Da
805%2D417f%2D8642%2Daec50a9d1d46

“That’s why | use http://download.microsoft.com/download/d/4/2/d4290c8a-5563-44a7-96a6-
SharePoint” site 9fe77eff40b0/qrc all.pdf

References for this User Manual

1. Microsoft SharePoint 2010 Plain & Simple, by Jonathan Lightfoot and Chris Beckett.

2. SharePoint 2010 How-To, by Ishai Sagi.

3. Microsoft SharePoint 2010 for Dummies, by Vanessa L. Williams.

4. The SharePoint Shepherd’s Guide for End Users, by Robert L. Bogue.

5. Beginning SharePoint 2010: Building Business Solutions with SharePoint, by Amanda Perran, Shane
Perran, Jennifer Mason, and Laura Rogers.
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ii. Additional training opportunities

a. SharePoint computer-based training for Employees
Fermilab employees can request online, Computer-based SharePoint training through the Fermilab
Service Desk:

1. Login to the Service Desk. From the “Self-Service” area, select “Service Catalog”.

2= Fermilab

B Welcome: Kimberly Myles
Type filter text AAZ[E~

-~

Self-Service A

{at Homepage L
Employee Self Service

[ service Catalog &
2 Knowledge

2. From the “Desktops and Laptops” area, select “Microsoft E-Learning”

« Service Catalog

= Desktops and Laptops = Email & Calendaring

B Order Accelerator Division Approved Laptops and Desktops «, Request Email Account

¥ Order a New Laptop/Desktop and Peripherals =, Request Inbox Size Increase

Bl Request a Loaner Laptop . Request Instant Messaging Client
Request Software =4 Request Help with Outlook
Proprietary Product Request B Request Help with MacMail

E'.IS Microsoft Home Use Program Request T@ Request a Ney\.r Listserv Mailing List

EIE} Microsoft E-Learning <« EI MX Record Variance Request

&l =Y = Something Broken

@2 Comnuting Llsername & Primarv Accotnts M Lederman Science Center Exhibit

3. A page appears providing more detail on how to register and a link to what courses are available.

b. Learning Tree
Learning Tree offers a series of SharePoint classes suitable for all levels of users.

List of SharePoint classes offered by learning tree:

http://www.learningtree.com/training-directory/sharepoint-training-6.htm

Please consult your manager or supervisor to determine if you can attend one of these classes.
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Introduction

This user guide seeks to highlight best practices and suggestions for the actions a SharePoint Designer
can take to design, update and maintainin a SharePoint site. Each SharePoint site collection has one or
more designers assigned to it. Site Designer responsibilities include:

e Creating, editing and deleting lists and libraries
e Making design changes to the Shared View for the site
o Applying themes, styles and modifying pages

1. Working with team sites

The standard SharePoint site for departments, groups and any other organization at Fermilab is a team
site. A team site is a collection of “wiki” web pages. SharePoint wikis are designed to make it easy to
publish content. Wiki pages contain rich content, such as text, tables, links, and images.

By default, team sites have a shared document library, lists (including a calendar and tasks), and a team
discussion board. Designers can also add Web Parts to their team sites.

W Tip: Wikis derive their name from the Hawaiian word for “quick”.

1.1 Create a My Site Team Site for production testing purposes
Anyone with a Services Account and password can create a My Site team site sub-site for use as a
production sandbox to test basic SharePoint features covered in training.

VA DY
&5 NOTE: For more complex testing, please test in the integration environment:
https://intranet-int.fnal.gov/Pages/Default.aspx

1.1.1. To create a My Site team sub-site-insite in production:
1. In the upper right hand corner of any page, click the link for your name.

2. Select "My site" from the dropdown menu.

p el | Kimberly Myles - |

I My Site
| Open your personal hUmEpagE®

My Profile
I Wiew and manage your profile.

My Settings
\% Update your user information,
é regional settings, and alerts.
Sign in as Different User
Login with a different account.

B Reguest Access
Y Email the site administrator to
request additional permissions.

Sign Out
Logout of this site.

3. From the My Site page that appears, select "My Content" from the top menu.
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My Site My Newsfeed | My lyProfile  Test MyLinks Backto SharePaint

4. From the team site page that appears (with your name as title), select "Site Actions" and then "New
Site."

5. In the create menu that appears, select the Team Site template.
6. Add a title such as "Kim's sandbox" and name the URL (which can be the same as the title).

7. Click "Create" to create your new sandbox team site collection.

Installed Items >
Offica.con
]
I Je— g3s -
Al Types ) b z e 120}
s £

shte &

All Categorie:

Kim's sadbox

2 & 5 v
g %
_j U ad e
& = 4
& il
ssue el oty ¥ Certe
: ke
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1.2 Design and Edit a team site
As Designer, you can change the title and default image on the landing page to make it easier to identify

your site with your department, group or organization.

Sandbox £:Fermilab | & ENERGY

Sandbox 2 aQ

Site Pages
Shared Documients Welcome to your site!

Calendar

Add a1 now imvags, change this welcorne led or add new lists ba this gage by
clicking !e eadn butlon asove. You can click on Shared Documents to add files
Tasks o on ihe cadendar to create new team events. Use Me inks in the getting

started secton 1o share your site and customize is look.

Team Dizcuzsion
Shared Documents

1.2.1 To edit a page title:
1. To edit a page, select the paper and pencil icon from the top menu to enter edit mode. (You can also
select “Site actions” and the “Edit page” button).

Browse

Edit Page
Edit the contents of this page.

2. Select the “Format Text” tab from the “Editing Tools” menu to access editing options (including font,

font color, font size, text layout, markup styles and styles).
Editing Tools

Browse Format Text

A P 3
1 [ # Cut 7
I Helevtica v | 0.75en~
3 Copy

Save & Close Check Out  Paste B J Uaex, xX ¥.A- A

- £ ndo -
Edit Clipboard Font Paragraph Styles  Spelling  Layout Markup

o @ ¥

<[>

g Select »

Spelling . Text Mal

Styles rku
ty, ayout « Styles? <3 HTML

3. Click the Save icon from the top menu or the Save & Close icon from the Ribbon to save changes.

Site Actions -

W L&
Save & Close Check Cut

- -

Edit
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1.2.2 To insert a picture, table, link or Web-part:

1) From the Insert tab, you can add a picture to your page or a table, link, list or Web Part by selecting
the icon for that item.

SharePo .> Office of The CIO = Communicati

Site Actions - B PP Browse  Page
= =% Q 1 . = i
M & QN By M (m

Table Picture Video and Link Upload Web Existing Mew
- - Audio - File Part List List

Tables Media Links Web Parts

™

& NOTE: Please do not cut and paste content into a wiki page from any sources outside of

SharePoint. This can cause formatting issues and freeze the page. Instead, please cut
and paste content into a text editor such as Notepad for Windows or Text Edit for Mac first and
then paste content into SharePoint.

2. Working with Pages

2.1 Create a new page
1. From the Site Actions menu, select “More Options...”

Site Actions »| @ M Browse Page

=3 Edit Page
| } Edit the contents of this page.

S_‘l Sync to SharePoint Workspace
|wd~=, Create a synchronized copy of
= this site on your computer.

1 New Document Library
D Create a place to store and
share documents.

New Site
Create a site for a team or
@ project.

Mare Options...
Create other types of pages,
lists, libraries, and sites.

2. From the left quick launch menu, in the Filter By area, select “Library.”
3. Select the “Page “icon.

Create
Browse From:

Installed Items > Tite & Typie

Office.com

T | 1 =
=%

All Types

Library
List Page Publishing Page ‘Web Part Page
Page 5

Site
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4. Type a name for your page in the Name field and click “Create” to publish the page.

Page

Type: Page
Categories: Content, Blank & Custom

A page which can be easily edited in
the web browser using Web Edit. Pages
can contain text, images, and wiki
links, as well as lists and other web
parts. Pages are useful for collaborating
on small projects.

| Name

Create | | More Options

3. Managing navigation

Within each site and site collection, you have the ability to control navigation. Navigation includes
two regions on the page:

he top navigation menu which is also called the Global navigation area.
The ieft navigation menu which is also called the Current navigation area.

Sh

Sharsfoint-Progrs

SharePoint Program

Projects Operations - Sandbox ~

Program Charter SharePoint Program * Home

SharePoint
Governance SharePoint Program
Program Services

Site Request This objective of SharePoint Program is to provide direction in order to ensure the continued
progress towards the strategic goals of the SharePoint Platform.

Project Request

o SharePoint Product Manager: Barb Schess
Lser Training

FAQ's SharePoint Sponsor: Mark Kaletka

shared Documents |

Program Status Reports

Program Documents

i Recycle Bin
[3) Al Site Content
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3.1 Modify the left navigation bar

1.

2.

From the Site Actions menu, click “Site Settings.”

Sync to SharePoint Workspace
Create 2 synchronized copy of
this site on your computer.

Mew Page
Create 2 page in this site.

Mew Document Library
Craste 2 place to stora and
share documents.

New Site
Create = site for a team or

9 project.

More Options...
Craste other types of pages,
lists, libraries, and sites.

Manage Content and Structure
Reorganize content and
structure in this site collection.

View All Site Content
view all libraries and lists in this
site.

Edit in SharePoint Designer
Create or edit lists, pages, and
workflows, or adjust settings.

Site Permissions
Give people access to this site.

Site Settings
Access all settings for this site.

From the Site Settings page, in the “Look And Feel” area, select “Navigation.”

Users and Permissions
Pecple and groups
Site permissions

Galleries

Site columns

Site content types

Web parts

List templates

Master pages and page layouts
Themes

Solutions

Site Administration
Regional settings

Site libraries and lists

User alerts

RSS

Search and offline availability
Sites and workspaces
Workflow sattings

Related Links scope sattings
Content Organizer Settings
Content Organizer Rules
Site cutput cache

Tarm store management
Searchable columns
Content and structure

Look and Feel

Welcome Page

Title. description. and icon
Master page

Page layouts and site templates
Trae view

Site theme

Navigation

Site Actions

Manage site features

Reset to site definition

Delete this site

Site Web Analytics reports

Site Collection Web Analytics reports

Hold and eDiscovery
Hold Reports

Holds

Discover and hold content

Fermi National Accelerator Laboratory | Designer Training Manual
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3. From the Navigation Settings page that appears, in the “Sorting” section, select the “Sort
manually” option.

Sorting

" Sort automatically
Spaciy how subsites, pagas, headings and navigation links should be sorted when displayzd in & Sort manuall
navigation. ¥

[T Sort pages automatically

4. From the navigation Editing and Sorting section, select the Current Navigation folder and click
“Add Heading...” or “Add Link...”

Wvapalivem Fiblim el Seurliony

5. Add content and click “OK.”

6. Click the new heading or link to select it. Then click “Move Up” or “Move Down” until the menu
item is listed in the order you desire.

7. Click “OK.”

Modify the top navigation bar
1. From the Site Action menu, select “Site Settings.”

Sync to SharePoint Workspace
Create = synchronized copy of

5
e this =ite on your computer.
0O

New Page
Create a page in this site.

Mew Document Library
Create a place to store and
share documents.

Mew Sita
Create a site for a keam or
@ oroject.

More Options...
Create other types of pages,
lists, libraries, and sites.

Manage Content and Structure

; Reorganize content an
structure in this site collaction.
—i,  View All Sits Content
=i  view all libraries and lists in this

J site.

Edit in SharePoint Designer

Craate or adit lists, pages, and

workflows, or adjust settings.

Site Permissions

@ Give peopla access to this site.

gy it Ssttings
Access all settings for this site.
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4

2.  From the Site Settings page, in the Look and Feel area, select “Navigation.’

Users and Permissions Look and Feel
c People and groups

i, Welcome Page
Site permissions Title, description, and icon

Master page

Galleries Page layouts and site templates

|
[E’a_ Site columns Tree e

Iﬁl Site content types E'te_ the_me
Web parts MNavigation
List templates . .
Master pages and page layouts l S ilte ACt.ItOr::S :
Themes anage site features
Solutions \@* Reset to site definition

Delete this site

Site Administration Site Web Analytics reports

Regional settings
Site libraries and lists

Usar alerts mn Hold and eDiscovery
RS5 L\I@ Hold Reports

Search and offline availability Holds
Sites and workspaces Discover and hold content

Site Collection Web Analytics reports

Workflow settings

Related Links scope settings
Content Organizer Settings
Content Organizer Rules
Site output cache

Term store management
Searchable columns
Content and structure

3. Inthe Global Navigation section, select the option to “Show sub-sites.”

Global Navigation
="|  Display the same navigation items as the parent site

Specify the navigation tems to display in global navigation for this Web site. This navigation is shown at
the top of the pags in most Wk stss, & Display the navigation items below the current site

¥ Show subsites

[T show pages

Maximum number of dynamic items to show vithin this 20

level of navigation:

4. In the Navigation Editing and Sorting section, select the "Global Navigation" folder.

Navigation Editing and Sorting

Use this section to reorder and modify the navigation items under this site. You can create, delete and edit & T = =] :dd " 2 Edi
navigation finks and hezdings, You can also move navigation items Undsr hesdings znd choaoss to display —sluho s
or hide pages and subses.

COM TEST (Hidden)
2, Search Canter
2, superComputing
&, sector Newsletter
&, SharePoint COM project
|5} current Navigation
@ Ppictures
8 coolie Caucus
& Talk Pictures
& Lobby display
£l pocuments
& Shared Documents
& CcOM Documents
& Drop Off Library
& Status Reports
Cl Lists

8 com calendar

CF sites
£l People and Groups

5. You have the option to add a heading, a link or hide a site.
6. Click “OK” to accept your changes.
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4. Working with Document Libraries

A Document Library is a special kind of List. Document Libraries allow you to manage files such as
documents, spreadsheets, and presentations by adding them to a central location.

You can have one or many Document Libraries, and each Document Library can contain a hierarchy of

folders and files.

AN

1\

=22 NOTE: the best practice recommendation is NOT to have too many folders or sub-folders within a
Document Library. For ease of navigation, create multiple Document Libraries instead.

Each team site comes with a default Document Library named “Shared Documents”. You can additional

Document Libraries.

4.1 Create a Document Library

1. From the Site Actions menu, Click “More Options...”

site Actions - | @i E‘ Browse Page

1]

Edit Page
Edit the contents of this page.

Sync to SharePoint Workspace
Create a synchronized copy of
this site on your computer.

2

New Document Library
Create a place to store and
share documents.

Bk

New Site
Create a site for a team or
@ project.

More Options...
Create other types of pages,
lists, libraries, and sites.

Reorganize content and

a Manage Content and Structure
structure in this site collection.

2. From the Create page that appears, from the Filter By” area, choose “Library.”

Create
Browse From:

Installed Items > Title » Type

Office.com

Filter By:

All Types ({-5'3)‘ -] J
Library 3
it Asset Library Data Connection
Page
Site

All Categories > al a
Application Templ, I |
Blank & Custom Picture Library Record Library
Collaboration

Communication

Content

Data Hy
Meetings

—— wiki Page Library
Tracking

Web Databases

Ty

Document Library

Report Library

]

Form Library

11

Slide Library

Asset Library

Type: Library
Categories: Content

A place to share, browse and manage
rich media assets, like image, audio
and vides files.

| More Options
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3. Select the “Document Library” icon.
4. Enter a name for the Document Library and then click “Create.”

Create B x
Installed Ttems > ... oo )
TEnEEm Document Library
. Type: Library
Filter By: Categories: Content
All Types @3) Q_J D j A place for storing documents or other
n S files that you want to share. Document
Library > libraries allow folders, versioning, and
List Asset Library Data Connection Document Library Form Library check out.
Library
Page
Site |5afety Decuments
All Categories > . g i ® Hore Options
R Tk SET -
Blank & Custom Picture Library Record Library Report Library Slide Library

Collaboration
Communication
Content

Data @

Meetings
Search Wiki Page Library
Tracking

Web Databases

A link to your new document library will automatically appear on the left menu under the
Library heading.

4.2 Grantaccess to a Library
1. Select the library you want to work with.
Under Library Tools on the Ribbon, select the “Library” tab.

3. Click “Library Permissions.”

~ ; T
A & %
Erals Nt B | Syncto Pt Comectts
Lirk: Mew "eed Wolkspace ice
Share & Tk Cunnect & Expurt

Click “Grant Permissions.”

Type the person’s name in the Users/Group box.
Add the user to a permissions group.
Click “OK.”

No v s

4.3 Require check-out of files
You can set up a document library so that users must check out files before they can update them.

1. From the Library Tools menu, select “Library Settings.”
2. From the Document Library Settings page that appears, in the “General Settings” area, select
“Versioning settings.”
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General Settings

Title, description and nawigation
Versioning settings

Adwvanced settings

Validation settings

Column default value settings
Manage item scheduling

Rating settings

Audience targeting settings
Metadata navigation settings
Per-location view settings

Form =ettings

3. From the “Versioning Settings” form that appears, in the “Require Check Out” area, select “Yes.”

Reguire Check Out

Spedfy whether users must check out documents before making changes in this document library. Teiggg, Require documents to be checked out before they can be
about requiring check out. edited?
) Yes @ MNo
oK ] ‘ Cancel I

4. Click “OK.”
The next time a user tries to open a file, a check out will be required.

4.4 Enable versioning for a library
1. From the Library Tools menu, select the Library tab.
From the Library tab, select the “Library Settings” icon.
From the Document Library Settings page that appears, in the “General Settings” area, select
“Versioning settings.”

General Settings

Title, description and navigation
Versioning settings

Advanced settings

Validation settings

Column default value settings
Manage item scheduling

Rating =ettings

Audience targeting settings
Metadata navigation settings
Per-location view settings

Form settings

1. 4. From the Versioning Settings form that appears, enable your preferred settings.
a. Inthe Document Version History area, select the setting to “Create major versions”
or “Create major and minor (draft) versions.”
b. You can also “Optionally limit the number of versions to retain” by entering a
number in this field.
5. Click “OK” to enable versioning for the library.
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Content Approval

Specify whether new items or changes to existing items should remain in @ draft state untl they have been approved,  Learn about Rexs: content spmuval ot Subiate Towe
requiring approval. Yes @ No

Document Version History
Create a version each fime you edit a file in this document ibrary?
Specify whether a version is created each time you edit a file in this document library.  Learn about versions. & o rermmning
(©) Create major versions
Example: 1,2, 3, 4
() Create major and minor (draft} versions
Example: 1.0,1.1,1.2, 2.0

Opionally limit the number of versions to retain:

Draft Item Security

Drafts are minor versions er items which have not been approved. Specify which users should be able to view drafts n this docment  wno shouid see draft ksms in this document brary?
fibrary. - Learn about specifying who can view and edit drafts, =

Require Check Out
Specify whether users must chick out documents befare making changes in this document liorary.  Learn shout requiring check out. ik o e s b ictorten il Dajors fxoy oy oo sty
© Yes @ No
oK ] Cancel

5. Working with Lists

SharePoint 2010 provides many kinds of Lists that you can use to track information. A List is similar to an
Excel spreadsheet or a table in a database.

In a List, data is gathered in rows, and each row is known as a List Item. A List can have multiple
columns. A List Item is a row with data in those columns.

For example, a task list may have the following columns: Type, Title, Assigned To, Status, Priority, Due
Date and %Complete.

0 @ Type Title Azzigned To Status Priority Due Date % Complete

ul

A SharePoint task Zinew Kimberly Myles In Progress (2) Normal 3/28/2013

SharePoint provides three basic kinds of Lists:

1. Communication Lists are used to track announcements, contacts, and discussion boards.

2. Tracking Lists are used to track information such as links, calendars, tasks, issues, and
surveys.

3. Custom Lists provide a starting template that you can the columns you need to.
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Types of List
Announcements

Contacts

Discussion boards

Links
Calendar
Tasks

Project tasks
Issue Tracking

Survey

Custom

KPI (Key Performance
Indicator)

Import Spreadsheet

External

When to use it

To display brief announcements on
your site’s home page

To track contacts, especially if you
want to use Outlook for data entry

To create a discussion forum where
people can post messages and reply to
them

To track hyperlinks

To track calendar items
To track tasks

To track work items for a project.
To track trouble tickets.

To take a poll

To create a List with columns that you
define.

To display graphical status indicators.

To create a List based on an existing
spreadsheet.

To create a List based on a data source
outside SharePoint.

What makes it special

You can enter expiration dates for
announcements

You can remove columns that you don’t
need

Uses a hyperlink column that automatically
formats entered text as HTML anchor links
Can synchronize with Outlook and knows
how to handle recurring events

Can synchronize with Outlook; Task Lists
can be grouped with summary tasks

Can display as a Gantt chart

Works well with issues that have three
states — open, closed, and resolved

Allows you to create a set of questions that
users must walk through

Allows you to create a List specific to your
content and can for example act on certain
content in special ways

Allows you evaluate selected business data
against specified goals and display that
information in various formats such as
scorecards and dashboards

Allows you use an existing Excel
spreadsheet as the basis of the List; can
help avoid rework and repeated effort
entering data

Allows you display data from other non-
SharePoint databases or Web services

5.1

Create a List

1. From the Site Actions menu, select “More Options...”

Site Actions - | @ M

Edit Page

share documents.
New Site
g project.

More Options...

Edit the contents of this page.

Sync to SharePoint Workspace
Create a synchronized copy of
this site on your computer.

X New Document Library
L _D Create a place to store and

Create a site for a team or

Create other types of pages,
lists, libraries, and sites.

Manage Content and Structure
ﬁ% Reorganize content and
structure in this site collection.

Erowse Page

Fermi National Accelerator Laboratory | Designer Training Manual 17



2. Onthe Create page, from the “Filter By” area, select “List.”

Create

Browse From:

Installed Items
Office.com

Filter By:

All Types

Library
List

v

Page
site

All Categories

v

Application Templ...

Blank & Custom

Announcements

3

Custom List in
Datasheet View

Calendar

&

Discussion Board

i1

Contacts

-
&

External List

Announcements

Type: List
Categories: Communication

A list of news items, statuses and other
short bits of information,

Custom List

More Options

|

Import Spreadsheet

Collaboration

‘Communication o
| f—
Content 4 =
£ =
Data

Issue Tracking Languages and Links

Translators

Meetings Project Tasks

3. Click the icon for the kind of List you want to create.
4. Type a name for your List and click “Create.”

5.2 Manage a List
All SharePoint Lists display the Ribbon at the top of the List. You can use the Ribbon to access the
features that will enable you to update the look, feel and content of your list.

The menu commands you see in the Ribbon depend on the kind of List you are viewing. The Ribbon
usually displays List commands in one of two tabs:

The Items tab displays all of the commands you need for working with items.

Site Actions » [l

Browse

Wersion Historny T

= v Al
: A </

% Item Permissions -

MNew Mew View Edit Attach Alert Workflows Approve/Reject I Like ags &
Tten »  Folder Ttern Ttemn 7% Delete Item File Me - It MNotes
Mew Manage Actions  Share & Track Workflows Tags and Motes

The List tab displays all of the commands for managing and customizing the entire List, such as creating
views and exporting the List to Excel.

List Tooks

SteActions + il Browse  [IRESNEN TS

0 B

= »} Modify View » Cumrent View:

reat Diz

- i g
é@ ‘al}—ln'_‘ O

SER* N W&

gram “'E [ Form web pars
5 Edit List

- I]] Create Column | All tems peEn with A

Stanciard| Datssheer  New Crezte E-msila At RSS  Syncto SharePoint Connectto Exporto Customize List Lit  Workiow
View | View Row View 3] Navigate Up Current Page link  Me, Feed Workspace k Excel Cpen Schedule Form @ New Quick Step Settings Permissions Settings -
View Format Share & Track Connect & Export Custornize List Settings
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5.3 Delete a List
1. Select the List you want to delete.
From the List tab, click “List Settings.”

- T Mot Vibw v Cumtet Ve
J| B ) 2 | 4 B
-t x il s G M Tasa - = "
W Dacres + Creame Emala - RSS 5
- | View Fum Ves [3 | Cummebage |, Lnk Mes Fred
------ . b . Sraes & Trs
T @ Toe Titke Assigned Ta Status Dus Date % Complete  Predeces

3. From the list settings page, in the Permissions and Management area, click “Delete This List.”

Permissions and Management

Delete this list

JPave list as template

Permissicns for this list

Workflow Settings

Enterprise Metadata and Keywords Settings
Information management policy settings

Record declaration =ettings

4. Click “OK.”

5.4 Importa spreadsheet to create a List
1. From the Site Actions menu, select “More Options...

”

Site Actions - | @8 MF  Browse Page

Edit Page
Edit the contents of this page.

Sync to SharePoint Workspace
Create a synchronized copy of
this site on your computer.

7@

New Document Library
Create a place to store and
share documents.

EE

New Site
@ Create a site for a team or
project.

More Options...
Create other types of pages,
lists, libraries, and sites.

Manage Content and Structure
Reorganize content and
structure in this site collection.

2. Onthe Create page, from the “List Filter” area, select “List.”
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Create
Browse From:

Installed Items
Office.com

Filter By:

Application Templ..,
Blank & Custom
Collaboration
Communication
Content

Data

Meetings

Search

Tracking

Web Databases

> Titte a Type

Custom List in
Datasheet View

All Types w j &7
Library
e N Announcements Calendar Contacis
Page
Site

All Categories > E &g SJ

Discussion Board External List

Vs Cn
~ ™
Issue Tracking Links Project Tasks

Tasks

I

Custom List

=

Import Spreadsheet

=]

Status List

Import Spreadsheet

Type: List
Categories: Blank & Custom

t which duplicates the
columns and data of an existing
spreadsheet. Importing a spreadsheet
requires Microsoft Excel or another
compatible program.

| Create |

3. Click the “Import Spreadsheet” icon, and then click “Create.”
4. Fill out the Name for your list and click “Browse” to select the spreadsheet to import.

Hame and Description

Type & new name 2s you want  to appear in headings and links throughaut the site, Type descriptive text that vil help ste vistors use this ist,

Import from Spreadsheet

Speciy the location for the spreadsheet you want o use 2 the basis for this st

5. Make your selection and click “Open” to select the spreadsheet.
6. Click “Import” to import the spreadsheet into a SharePoint list.

Hame:

—_—

Description:

File location:

Browse

Import | Cancel
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5.4 Create a Custom List
1. From the Site Actions menu, select “More Options...”

Site Actions ~ | !‘;‘ Browse Page

=] Edit Page
| } Edit the contents of this page.

f _| Sync to SharePoint Workspace
'S-'l_“ Create a synchronized copy of
= this site on your computer.

New Document Library
_.D Create a place to store and
share documents.

New Site
Create a site for a team or
@ project.

More Options...
Create other types of pages,
lists, libraries, and sites.

Manage Content and Structure
Reorganize content and
structure in this site collection.

2. Onthe Create page, from the “Filter By” area, select “List”.
3. Select the “Custom List” icon.

Create

| Browse From:

Search

Installed Items >
Office.com - Custom List

! . ] ] ] 1 Type: List
Filter By: E e i _j Categories: Blank & Custom

Title » Type

All Types A blank list to which you can add your

own columns and views. Use this if

Library none of the built-in list types are
List 5 Announcements Calendar Contacts Custom List similar to the list you want to make.
Page
Site ] ] ] ] Name

All Categories > ! _w, l Create More Options
Application Templ...
Blank & Custom Custom List in Discussion Board External List Import Spreadsheet

X Datasheet Wiew
Collaboration

Communication

Content ]

5 @
Data

(&) =
Meetings
Renh Issue Tracking Languages and Links Project Tasks
Translators

Tracking

Web Databases

T F= Z T

Service Desk Status List Survey Tasks
Tickets

4. Name your list and click “Create.”

You can customize your list further by adding columns. You can add columns from the list menu or the
List settings menu.
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5.4.1 Add a column from the List Menu:
1. From the List menu, select “Create Column.’

4

List Tools
Items List

= {; Modify View .

e ] Create Column

qua

2. From the “Create Column” form that appears, name your column and select the type of
information that will appear in this column such as single lines of text, date and time, or a choice
column which allows you to create drop-down, check box or radio button items to select from or
a calculated column.

Create Column =

Name and Type Column name:

Type a name for this column, and select the type of information you want to
store in the column,

The type of information in this column is:
@ Single line of text
() Muttiple lines of text
() Cheice (menu to choose from)
(7) Number (1, 1.0, 100)
*) Currency (5, ¥, €)
") Date and Time
() Lookup (information already on this site)
(7) YesMo (check box)
~) Person or Group
") Hyperlink or Picture
() Calculated (calculation based on other columns)
() External Data
) Managed Metadata

m

Additional Column Settings Description

Spedfy detailed options for the type of information you selected,

Reguire that this column contains information:
@ Yes @ No
Enforce unigue values:
T Yes @ No
Maximum number of characters:
255

Default value:
@ Text (70 Calculated Value

[¥] Add to defautt view

E Column Validation

[ oK ] { Cancel

3. Make your selections and click “OK” to create your column.

5.4.2 Add a column from the List Settings menu
1. From the Ribbon, select the List Settings button.
2. From the List Settings page that appears, in the “Columns” area, choose the option to “Create a
Column.”
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5.5

Working with Calculated Columns

You can use the calculated column feature to display information based on automatic calculations that

you determine and that SharePoint performs. Most of the available calculations are similar to Microsoft
Excel “functions and syntax.” If you are familiar with Excel, then you should be able to create a formula

for a calculated column.

Calculated columns can be used to automatically generate data. Some scenarios include:

5.5.1

Calculating the difference between two time periods- i.e. the number of days from project
commencement to completion.

Finding out the weighted average of 2 columns

Concatenate data i.e. display a full name by adding first, middle and last name columns
Showing time without the date from a date and time column

Procedure to insert a calculated column into a SharePoint List

In order to use the calculated column feature, you must first insert a calculated column into your
SharePoint list.

1. Navigate to the list that you want to work with.

N

From the List tools menu, select the “List” tab and from the ribbon, select “Create Column.”

3. Inthe” Create Column” form that appears, add the following:

Add a name for your column.

For the Name and Type option, choose “Calculated.”

In the Additional Column Settings area in the “Formula” field, add an sign and then choose
the columns that you want to work with from the “Insert Column” field and click “Add to
formula” to add them to the formula field.

Once the columns appear in the formula field, update the formula field with the formula syntax
that you want to use. (For example, you could add a “+” sign between the two columns if you
wanted to add them or a “-“to subtract the difference between the two columns.)

For the “data type returned from this formula is” field, select the format you want the results to
appear in from the following options: single line of text, number, currency, date and time, or
yes/no response.

“u_n

4. Click “OK” to save your changes and create the calculated column.
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Example formulas
For a list of common formulas you can use, please see the following page from the official Microsoft site:

http://office.microsoft.com/en-us/windows-sharepoint-services-help/examples-of-common-formulas-
HA001160947.aspx

Column types that can and cannot be used with calculated columns
Not all column types can be used with calculated columns. For example, columns with multiple lines of
text or choice checkboxes will not work. Following is a helpful blog discussing what column types you

can and cannot use when creating a calculated column formula:

http://techtrainingnotes.blogspot.com/2012/01/sharepoint-not-all-column-types-can-be.html

6. Working with Views

For a list or library, you can decide to show or hide columns and present them in the order you want by
creating a “View”. There are different view formats you can select such as Gantt chart, Datasheet or
calendar, but the type of view you will likely work with the most is the “Standard” view, which displays
your list or library in the same format that is used for lists and libraries in SharePoint by default.

6.1 Create a View

You can create a view for a list (or library) and show or hide columns for that list (or library) in your new

view.

1. From the List (or Library) tab, select “Create View.”

Create
View

2. From the Create View page that appears, select “Standard View.”

. You can choose from a list of display styles.
3. Inthe form that appears, name your view and select whether you want the view to be personal (for

only you to see) or public.

View Name:
Test viewl

|| Make this the default view
(Applies to public views only)
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4. Inthe “Columns” field, enable checkboxes next to each column you want to display (or uncheck the
columns you want to hide.)
5. Order the columns by selecting a number next to each column name.

Display Column Name Position from Left

Attiachments

< K
]

Title (linked to tem with edit menu)
Category

Reguestor

RCRACH

= E

Request
Slatus

Request Method

o (e o] s (w W
.

JEE R

< € <«

Action(s) taken/notes

6. You can filter your columns by entering conditional statements in the Filter field.

= Filter

date or the current user of the site, type [Teday] or [Me] as the column value. Use indexed columns in the first clause in order
te speed up your view. Filters are particularly important for lists containing 5,000 or mere items because they allow you to work
with large lists more efficiently. Learn about filtering items.

Show all of the items in this view, or display a subset of the items by using filters. To filter on a column based on the current
@ Show all tems in this view

[====}
S==3 Show items only when the following is true:

Show the items when column

None E|
is equal to [=]
% And @ Or

When column

None [=]
is equal to =

7. You can Group your list by choosing either one or two columns to group your list by in the “Group
by” field.

= Group By

Select up to two columns to determine what type of group and subgroup the items in the view will be displayed in. Learn about

First group by the column
grouping items.

None =]

-|=' Show groups in ascending order
9 ||== (A, B,C ort,23)

J‘Z' Show groups in descending order

f— (C,B,A, 0r3 21)

Then group by the column®

None El

- ]E Show groups in ascending order
“ (A, B,Cor1 2 3)

IE Show groups in descending order
(C,B,A,0r3,2,1)

By defaut, show groupings.
@ Collapsed (7) Expanded

Number of groups to display per page
30
8. Click “OK” to save your view.
9. You can select your “view” from the list tab dropdown menu under “Current View” to display the

view of your list.
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Current View: i

= 4

All tems =

C oo ay

Default i
i Al Ttems

Other

\ Configure Views for This Location [
6.2 Modify an existing view

1. From the List (or Library) tab, select “Modify View.”

[ Modify View .

2. Inthe Edit View form that appears, make updates such as changing the order of columns, adding

“group by”, “filter” or “Sort” criteria.
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3. Click “OK” to save your changes.
Your view will now be updated to reflect your changes.

6.3 Delete a View

1. From the List (or Library) tab, select the view you want to delete from the “Current View” drop-
down list.

Tasks due thisw =
Default

| All Tasks
Personal
Tasks due this week
Public

My Tasks
Due Today
Active Tasks

By Assigned To
By My EEMS
2. Select “Modify this View.”

L

All Tasks ‘—-’

¥4 Modify this View ™
| r'-'!cudif:.-' View
Modify in Desigher (Advanced)

3. Inthe top area of the form that appears, click “Delete.”
4. Click “OK” to accept and delete the view.

Microsoft: http://office.microsoft.com/en-us/sharepoint-server-help/create-modify-or-delete-a-view-
HA010377693.aspx

Tip: For more information regarding views, please see the following official procedures from
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